Sanitized - Approved For R3BGR§d : CIA-RDP
L RETUR

mre T MIANAGEMENT DIVIS

25X1A9a q, Emergency SEPRE 9
Flanning Officer, Security Office

Chief, Records Management Divisien,
Management Staff

Requirements for Vital Materials Planning

25X1A%9a

A

3, We are currently developing a vital materials handbook
covering procedure for the selection, transeission, storage,
and maintenance of the vital records of the Agency. The procedure
for the transmission, storage, and maintenance of this material
has been fairly well established through the close working relaw
tionship of B of this office with the various Area Records
officers, The handbook will document the verbal understandings
of these procedures, and no significant changes are contemplateds
There 1s, howaver, considerable work to bs done in developing
guides to aid in determining which records are not vital, which
records are vital and the form 4n which vital records should be
deposited and maintained,

2. We feel thal some criteria for appraising the vital
nature of records are necassary to provide a consistent basis for
selection and maintenance, To develop such criteria we need a
apecific statement of the conditions for which we are plaming.
There 48 attached a draft of such a proposed statenent on whic
we would appreciate your comments,
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